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MEMORANDYM FOR: Director of Conputer Nozvices
Etrector of £1LIRY
Tirsctor of Zesessch ant Deavelop.cant
Digsctor of Setantific Intelligence
Tivestor of Epscinl Activities
Sirectsr of Spsclal Projsits
tlractor of Foreign dinsile aud Spaew

Ansiysis Conder

EUBIRCY : i'zoposed Changs to Project Officers Hundbook

1. The Oftice of Lojisties has bess working te extand the use of
the forr: which sruvides lustruction ts the Frrogarsrcant ﬁiﬂﬁu tor
placing centracts se this same forz. way bo wsed by the ragaesior tu
shaals otxer ralstsd sevvices. The Project ificers HM. pgeﬁ;n
gntdance for completing & fares pecaifnr to this Dlrectarzate iﬁﬁ;ﬁ&
Ferr 3418}, In saticipution of the issvases in (e Reay fwe of a o
revision to Agenty Forr: 1410 to laclede and sxtwad tha mm o
2416, the attavhed draft revision to I3 Handbook 18 ;tm i’r ?m:;
infarmation sad corcaent. THs revision kas een csordisated with the
Brepurer-sat Divisios snd sdoulé pavr-it the new fore te b adapted
withia the Directorsts wits & rinlmur: ol Mmmmm n ilr ylmosi
that the Handhosk revision will be fesund to 511 Handbook heldars com-
esrrently with the intreduction of the ravised FTarin 2422,

2, Pisasa it e Bave your comante sed pecor-ontations by
1% April i you forenss sny arebliens,
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be filled ouf with the information available,
Proposal |
The Contract Package must include & copy of th;e proposal,

except when security precludes including the p.:t'oposai, notation
should be made on Form 2420 that the proposal will be made
.available on a '"need-to-know' basis by the Project Officer. In
those instances in which competitive bids were submittgd, coples
-of the losing propdsals should accompany the Contract Package so

they can be forwarded for retention by Office of Logistics in accord-

ance with the requirements

Form 2420
This. form is designed to provide item‘s of information pertaining
to the Contract Packape to the Procurement Division of the Office
of Logistics., In addition to providing information on normal R&D
contracts, the form has been designed to accommodate requests for
repair, maintenance, and modification services which may be paid
for from R&D funds as well as the regular research and development
tasks. The signature of the approving officers on this form con-

stitutes approval and direction for the implementation of the propoged

action. For this reason this form identifies the proposal, provides
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budgefary identification numbers, etc., and the certification by
the Budget Officer that the necessary funds are available., The
numbered blocks of Form 2420, found on the next page, identify
the detailed description of how to complete the form which follows:

1. Off/Div/Br.

This section identifies the Office, Division and Branch in
which the contract package originates,

2. Request No,

This number is provided by the Budget, Finance Officer.
The Financial Account No. (FAN No. ) and the Memorandum
A?plication Record (MOR No. ) comprise the Request No,

3. Date of Request

The date the Project Officer submits the request,

4, Funds Certification

The Office Budget Officer will fill in the financial informa-
tion and sign to indicate that funds are available,

5. Project Title/Crypt

A short name of the project and/or the cryptonym for the
project,

6. Project Officer

Project Officer's name.

’
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Phone

If available, both whiie and red numbers should be listed,

‘Contractor

The standard name of the contractor and his address should

be used,

Proposal No. /Date

The purpose of this information is'to provide explicit
identification of the proposal. Most organizétions have some
sort of numbering system for their_proposals,_ and if available
this should be lAisted along with the date of the proposal,

Contract & Task Order No,

If the preceding contract or Task Order No. is known, supply
this information here. If not known, indicate "UNK", or if not
applicable as in the case of a new contract insert "N/A",

Type of Service Requested

Indicate type of service desired by a check mark. If transfer
of funds to ahother government agency is involved, check the
appropriate block.

Applicable Only to Repairs and Modifications

Fill in the desired information,

III-21
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Sterility

The Sterility Code is indicated here - see the Procurement

Handbook

Cont. Class,, Work Class., Hardware Class., Reports Class,

The recommended security classification for the contract,
the work, the equipment which may be produced under the con-
tract, and the reports shoﬁld be shown in these blocks., In those
cases where hardware, for example, is not going to be produced
under the contract, the symbol "N/A" should be inserted to show
that classifi,cation is not applicable,

Short Substantive Title and/or Description of Service to be Performed

In the case of R&D contracts and grants, fill in this space with
""See attached proposal and/cr R&D catalog', No further informa-

tion need be supplied, For repair, maintenance, or modification,

- specific instruction may be inserted here if appropriate proposals

are not attached,
Approval

 Office, Directorate, and Agency approval blocks are provided,
Signatures of the approval authority; in accordance with the dollar
value of the contract will constitute authorization for the. Procure.*-

ment Division to proceed with the procurement,
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Justification for Source Selection

In those actions in which a compefitioh has been held, a copy
of the details of the source selection should be attached for re-
tention by the Procurement Division. In the case of sole sourca,
procurement justifi;:ation'may be attéche.d, or if the feasons are
very simple, this information may be provided in the blank space.

Such brief justification is anticipated, for example, in the case

of follow-on study contracts where spare parts are being procured

from the organization which originally built a piece of equipment.

Proposal

The proposal is normally attached to the 2420 as an enclosure
to the Cont‘réct Package., If, because of sensi;tivity'or other reasons,
the proposal is not attached, information should be included in this
block indicating who has possession of the proposal and how it is

td be obtained, e.g., '"Limited access - proposal retained by

Project Officer. "

Deliverable Items

Indicate the items whose receipt is anticipated as a result of

the proposed contract. During contract negotiations this may be

modified and appropriate changes should be made in the Contract

Information System as appropriate.
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If any Government-furnished equipment is required to support

the contract, the equipment should be listed and justification pre-

‘sented in an attachment together with an indication of what arrange-
" ments should be made for providing this equipment to the contractor,

If GFE is not required, the symbol ON/A" indicating not applicable

should be inserted in this block.

Special Instructions

In those cases where only parts of a proposal are applicable
and in other special sitga.tions, sp_ecial instructions should be
prepared for use by the Procurement Division and attached to
2420, If no special instructions are required, "N/A" should be

inserted in this block,
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